Historic,  Archive  Document 

Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


1 


LIBRARY 

RECEIVED 
^  MAY  8    l9-^;3  * 

U.  S.  B0par!i\>^  ef  Agriw^Fg 


NORTHEAST  RECiION 
REGIONAL  PERSONNEL  DIVISION 
U.SFOOD  DISTRIBUTION  ADfllNISTRATION 
UNITED  STATES  DEPARTI.ffiNT  OF  AGRICULTURE 

NEl^  YORK,  N.  Y. 
March  1,  1943 


i' 


388395 

Page  1 


P  E  R  S  0  N  'N  E  L 


DEFINITIONS  Al'D  POLICIES 

A.     ;^POrimiENTS  (V/AR  SEaVICE); 

1,     Approval  of  Appointment; 

Before  a  prospective  employee,  who  has  heen  recommended  for 
'formal  appointment,  can  he  "entered  on  duty  ixnder  such  appoint- 
ment, approval  must  he  received  from  the  Regional  Personnel 
Division,    Generally,  this  approval  will  he  transmitted  hy 
■   wire  and  later  confirmed  hy  formal  notification — Form  AD-126. 

■  (a  formal  appointment  is  not  to  he  confused  viith  a  Letter  of 
Authorization  appointment — see  paragraph  II-E. ) 

l3^d-ef inite;  '  - 

A  War  Service  Indefinite  Appointment  should  he  recommended 
when  it  is  expected  that  the  work  will  continue  for  ah 
indefinite  period.     Such  appointments  vrill  extend  for  the 
duration  of  the  war  and  six  months  thereafter.  '■ 

"    ''■       NO  PERiiiJJBNT  :":PP0INTI4BNTS  CAN  BE  M;iDE.     T'HE  \hm  SERVICE 

regulations,'  effective  m.vrch  i-6,  19U2,  superseded  all 
:..     other.Vap.pointmt  rules,  in  effect  on  that,  date, 

3»  Temporary; 

A  War  Service  Temporary  appointment  should  he  recommended 
when  it  has    heen  determined  that  i\7or^'~wlll  he  completed' 
within  a  period  of  one  year  or  less . 

If  the  services  of  an  individual' are  to  he  required  for  a 
period  in  excess  of  sixty  calendar  days,  a  War  Service 
Temporary  xlppointment  vrill  he  effected,     .a  War  Service 
Temporary  Appointment  is  a  formal  appointment  which  hears 

■  an  expiration  date.     Temporary  aripointments  must  he  ter- 
minated at  the  completion  of  the  work  which  can  he  on  or 
"before ■  the  expiration  date,  however,  under  no  circumstances 
can  they  extend  heyond  the  terminating  date  xvithout  prior 

'   "'^PPJ^Qva-1  from  the  Regional'Tersonnel  Division,     Any  request 
'    for  the  extension  of  a  temporary  appointment  must  he  received 
hy  the  Regional  Personnel  Division  at  least  three  weeks  prior 
to  the  expiration  date  of  the  current  appointment. 

If  an  employee's  services  are  to  he  required  for  a  period 
of  two  months  (sixty  calendar  days)  or  less,  a  Letter  of 
Authorization  Appointment  will  he  effected.     (See  paragraph 
II-E  regarding  Letter  of  Authorization.) 
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^*    hS^^^L-  of  .^lUthorization: 

-1.  letter  of  authorization  e^mployce  ,is  one  hired  under  authority 
granted  under  a  general  authorization  issued  "by  the  Adnini strator '  s 
Office  of  the  Pood  Distribution  Jidministration ,  to  the  Regional 
lid-mini  str  at  or ,  ]Jorthe->st  Region,  and  his  assistants  or  directly 
to  Commodity  Branch  officials.     This  authority  has  "been  retained 
at  the  regional  level  for  all  region- lized  activities,  and  for 
the  present  time  will  not  "be  further  delegated,     iui  employee 
hired  under  Letter  of  Auth-orlzation  for  a  60  day  period  earns 
5  days  annual  leave.     If  there  v;as'  no  "break  in  service  during 
L.'  ^1..  employment'^  such  an  employee,  if  terminated  at  the  expira- 
tion of  his  Letter  of  Authorization  employment,  must  "be  granted 
his  accumulated  leave  prior  to  the  termination  date.  (See 
paragraph  II-E  for  complete  details  concerning  employment  of 
Letter  of  Authorization  personnel.) 

B.  CSRTIFIGATE  OF  SLI&IBLSS  (CIVIL  SEHVICS) ! 

A  certificate  of  eligibles  is  a  list  of  names  from  p.n  cappropriate 
register  of  eligibles  furn;' shed  hy  the  Civil  Service  Commission  upon 
request  "by  the  Regional  Personnel  Division.     Such  lists  can  be  used 
in  making  appointm.ents  only  to  a  position  of  the  same  title,  grade, 
and  salary  vrhich  appears  on  the  register:   i.  e.,  if  the  Civil  Service 
Commission  furnishes  a  list  of  Junior  Clerk  eligibles,  this  list  can 
be  used  only  in  filling  the  position  of  Jignior  Clerk  and  crnnot  be 
used  to -appoint,  for  instance,  a  Junior  Clerk-Stenographer  or  a  Senior 
Tj'pist. 

C.  CHAIJGS  m  DUTIES; 

xi.  ch.ange  in  duties  is  involved  when  an  employee  is  changed  from  one 
assignment  to  pjiother,  without  any  change  in  title,  grade,  or  sal-^ry. 
'  A    chFjage  in  duties  is  necess-:'.ry  when  an  employee  is  moved  from  one 
Unit  to  another  in  the  same  Section  or  O.'fice,   so  long  as  the  duties 
to  .be  performed' in  the  new  assignment  differ  from  those  previously 
performed  by  that  same  person.     The  tr.-^nsfer  of  an  emoloyee  from  one 
Division  to  another,  even  tnough  the  same  title,  gr-^.de  -  ^''^^  salary 
.  is, ..retained,  involves  a  change  in  dvities;  i.  e.,  a  transfer  of  Junior 
..  ..    Clerk-Stenographer,  CAP-2 ,  $lUUo  per  annum,  from  the.  Si  stribution 
Division,  to  a  Junior  Clerk-Stenographer  position,  C.'iP-2 ,  $lUUo  per 
annum,  in  the  Purchase  Division  requires  a  "Ch.nnge  in- Diaties . " 

D.  CHiilTSE  m  ES.vDQU..RTERS i 

A  change  in  hen-dauarters  occurs  v/hen  ,an  employee  moves  from  one  city, 
town,  or  point  to'  another  in  the  field,  i.  e.;  from  Buffalo,  Nev/  York, 
to  Albany,  New  York. 


Page  3 


E.     CHMGE  IN  STATUS; 


1.  Promotion:  The  change  of  an  employee  from  one  position  to 
another  position  in  a  hif'-her  grade. 

2.  Demotion;     The  change  of  an  employee  from  one  position  to 
another  of  a  lower  grade,  • 

3.  The  change  in  status  also  may  involve  a  change  in  title,  grade, 
or  hoth  without  involving  a  change  in  salary,  i.  e.  ; 

a.    Prom  Assistant  Clerk,  CAP-3 ,  ?1S00  per  annum  to  Clerk, 
GAF-k,  $1800  per  annum.  . 

h.    Prom  Senior  Typist,  CAP~2,  SlUUo  per  annum  to  Junior 
Clerk- Typist ,  CAP-2  ,  $lUUo  per  aimura. 

P.     CIVIL  SERVICE  (GLASS IP I CAT lOH)  TITLE: 


\n\en  positions  are  allocated,  a  title  is  adopted  in  the  plan  of 
classification  to  designate  each  position  in  a  class,  as  specified 
"by  the  Civil  Service  Commission.     This  title  is  to  he  used  on  all 
payrolls,  "budgets,  estimates,  and  official  records  pertaining  either 
to  the  employee  occupying  the  position  or  to  the  position  itself 
even  though  it  may  "be  vacant.  . 

G.     CLASS  IP  I  CAT  I  oil  PLM: 


The  system  used  hy  which  positions  in  the  Pederal  Government  Service 
are  grouped  into  classes,  the  classes  are  defined,  and  a  code  of  rules 
for  the  application  and  administration  of  the  Classification  plan 
is  provided. 

H.     DEBTOR'S  COMPLAILTTS ;  .  ■  . 


Letters  received  from  dehtors  complaining  about  non-payment  of 
debts  of  employees  should  he  forwarded  directly  to  the  Regional 
Personnel  Division  hy  the  employee's  supervisor. 

EPPICIEITCY  RATINGS: 


Each  person  in  the  government  service  is  f^-^^en  an  "Efficiency  Rating" 
once  a  year.     These  ratings  generally  r-ve  luf^de  for  the  year  ending 
March  3I  ^^-^  complete  information  for  preparing  efficiency  ratings  is 
furnished  the  supervisor  at  that  time.     An  employee's  efficiency  r^tin^ 
is  one  of  the  factors  v/hich  is  used  as  a  basis  for  salary  increases 
as    well  as  grade  promotions. 


J.     FUELOUGHS  (FOR  MILITARY  TR/iINIHG  AxJI^  SSR"ICE)  t"  •■  ■ 

A  furlough  is  a  temporary  separation  of   ai  employee,  v,rithout  pay, 
made  without  prejudice  to  the  employee  and  with  intention  to  restore 
to  duty. 

Military  Furlough  Without  Pay  upon'  expiration  of  all  accrued  annual 
lea.ve  for  employees  (male  or  female)  entering  the  armed  services  is 
provided  for  "by  r-n  Act  of  Congress. 

K.     GRADE  DBFIITITIONS; 

CPC  -  Crafts,  Protective,  an  I  Custodial  Service 

SP    -  Suh-prof ess ional  Service 

CAF  -  Clerical,  Admini'strativ^- ,  and  Fiscal  Service 

P      -  Professional  ^^nd  Scienui-ic  Service 

All  new  appointments  must  -he  made  at  the  ejitrance  (heginning) ■  rrte  of 
the  salary  established  for  thp  grade  in  vr':Lch  they  are  appointed:  i.e.: 
A  Grade  CAF'-H  employee  wo  ild  receive  at  ti      time  of  her.  appointment  a 
salary  of  $1^^4-0  per  pnnum.,  plus  conpensption  pajahle'  as  a  result  of  the 
pass'^^e  of  the  recent  "Ov!:i  time' Ppy"  Act.     ( See' exhihit  I.  .  "Pay  Scales 
Under  the  Classification  Act  of  I923,  As  :'  'iended.") 

L.  GRIEVMCES; 

If  the  grievance  cannot  he  settled  to  the  satisfacti-on  -of  t-he  -supervisor 
and  the  employee,  complete  details  should  be  forv/arded  directly  to  the 
Chief,  Regional  Personnel  Division.     (Offices  operating  on  an  Area  level 
should  forward  a  COPY  of  such  reports  to  the  State  Supervisor.) 

M.     IWqUIRIBS,  PBRSOifiJEL  SUBJECT  TO;  '  ' 

1.    Personnel  Subject  to  Inquiries :  .'.    .  . 

a.  All  persons  appointed  under  the  delegated  field., employment 
procedure  as  v;ell  as  all  persons  recommended  for  pppointment 
by  Secretarial  action  shall  be  made  the  subject  of  a  personnel 
inquiry  except  (l)  collaborators  and  cooper^^tive  rigents  when 
recommended  by  established  sources  or  whose  reputation  is 
generally  known;  and  (2)  stric'.ly  temporary  employees  (including 
persons  employed  lander  letter  of  authorization)  who  are  to 

work  six  months  or  less,  unless  such  temporary  employees  .'^re 
to  be  placed  in  positions  of  considerable  responsibility  or 
who  may  be  assigned  to  shipping  lorts  and  therefore  become 
possessed  of  valuoble  military  inf ormr-tion.  .■  - 

Personnel  inquiries  shall  be  conducted  only  in  the  case  of 
those  persons  who  ^re  selected  for  appointment. 

b.  Inquiries  (by  the  Regional  Personnel  Division)  will  be 
conducted,    gener-^lly,  regarding  (l)  education,  {?.)  exp-rience, 
(3)  arrest  record,  and  (U)  occasl  onally  personal  references. 
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2 .     Special  Investigation  "by  the  Dep'-rtinent  Office  of  Personnel: 

a.     All  persons  eniployed  either  under  formal  appointnent  or  under 
letter  of  authorization  who  are  assigned  to  duty  at  shipping 
ports  must  iDe  investigated  hy  the  Division  of  Investigations  of 
the  Department  Office  .of  Personnel  whether  they  are  United 
States  or  foreign  "born.     This  investigation  must  he  initiated 
immediately  upon  the  R;ssignment  to  duty  of  an  employee,  and  will 
be  in  addition  to  any  routine  inquiry  that  may  previously  have 
"been  made  "by  the  Regional  Personnel  Division  for  the  purpose 
determining  eligibility, 

•  •  .       b.     All  persons  employed  iinder  formal  appointment  for  duty  in  the 
continental  United  States  v/ho'  are  either  naturalized  citizens 
born  in  a  country  vith  which  the  United  States  is  at  "war,  or 
\i;ho  are  United  States  born  citizens  whose  parents  (one  or  both) 
were  born  in  a  country  vith  which  the  United  States  is  at  war 
■must  be  investi^cated  by  t"ne  Division  of  Investigations  of  the 
Department  Office  of  Personnel  prior  to  entrace  on  duty  ^under 
such  an  appointment.     It  is  the  policy  of  the  Department  Office 
of  Personnel  to  investigate  persons  who  themselves,  .or  whose 
parents,  v/ere  born  in  the  count->"ies  of 

; Austria  Italy 
Bulgaria  Japan 
Germany  Rumania ■ 

Hungary 

c.    All  persons  except  tnose  mentioned    in  a,  above,  who  are 

naturalized  citizens  born  in  countries  other  than  those  v/ith 
which  the  United  States  is  at  war ,  may  be  given  a  formal 
appointment  without  investigation  by  the  Department  Office 
of  Personnel,  but  subject  to  a  general  personnel  inquiry  as 
indicated  in  1,  above.     It  vrill  be  the  responsibility  of  the 
Regional  Personnel  Officer  to  determine  to  his  ov/n  satisfaction 
that  the  person  concei-ned  has  been  fully  naturalized  as  a 
citizen  of  the  United  States.  ••r-^ 

N.  LEAVE;. 

See  paragraph       IV  _for  definitions  of  leave  regulations, 

0.     POSITION  DSPIj^TITION;.- 

An  aggregation  of  duties  to  be  performed  and  responsibilities  to  be 
exercised  by  one  person. 

1.     Description  of  Duties; 

Vv'hether  a  position  is  filled  or  is  vacant  does  not  alter 
the  fact  t>.a.t  the  position  is  still  there,   since  the  same 
duties  and  responsibilities  will  be  required  of  the  person 


who  later  nay  "be  assi^ched  that  v/ork.    Positions  are  not 
"         _  alDo'li shed  merely -'iecause  the  'enployee  .re'sifSins  ,  transfers, 

or  for  any  other  reason  leaves,  but  are  abolished  orly  after 
definite  action  is  tnken  by  the  Personnel  Office,  G-ener^'lly, 
a  position  is  maintained  for  a  reasonable  len^cth  of  time 
after  it  is  vacated  even  thoa-rh  no  action  has  been  taken  to 
effect  a,  replacement. 

2.    Position  Description: 

A  position  description  is  a  I'ritten  outline  .rivinc;  all  data 
relatint?;  to  the  work,  responsibilities,  ori?anizo-tion  rela,tion- 
ships,  and  qualification  renuirenents.    .Wjien  it  is  desired 
to  establish  a  aev/  position,  it  will  be  necessary  to  furnish 
the  Regional  Personnel  Division  i^rith  a  detailed  outline  of 
the  duties  which  are  to  be  performed, 

P.     BEIHSTATBIIEl-JT:  •.    :  - 

A  reinstatement  of  an  employee  c-'^n  be  f.  'fected  only  w]ien  such  an 
employee  has  held  a  position  in  the  federal  &overnmen-t  Service  of 
comparable  duties,  rrade  -nd  sal-ry.     BBrORS  COI-:MIT?mTT  CA^'T  BE  MADE 
to  a  prospective  employ  -    jy}io_  clai^ms  jri^Tht  to  reinstatement,  C0ITFIRI'4A- 
TION  OP  THE  RlG-m  TO  Ei'i^LOY"  I-IUST  BZ  HSC':iV"ZD  PROM  THE  PERSO!n\TEL  OFFICE. 


Example  of  Rei a  statement  Gas 

An  employee  nay  be  reinFt.'^t>"'d  to  the  position  of  Clerk, 
CAF-i+,  or  - Senior  Clerk,  Ci.P-5 ,  if  at  the  time  of  his 
■    separation  from  the  Federal  Service,  he  held  the  position 
of  Senior  Clerk,  CAF-5,  or  Principal  Clerk,  CAF-6 ,  etc. 
.        A  prospective  employee  sho-uld  not  be  recommended  for 
reinstatemr-nt  to  a  position  of  higher  .Trade  than  thnt 
•     .  \\rhich  he  vacated  at  t:ie  time  of  his  separation  from  the 

Service,  unless  his  additional  traininf'^  and  education  or 
experience  in  private  induf^try -has  been  sii'Ch  as  to  justify, 
under  the  Civil  Service  Rules,  reinstate'rat-nt  of  a  ^-^rade 
hi;ther  'than  the  one  form.rrly  ':eld. 

q,.     RE  SI  GHAT  I  ON; 

A  resir-'nation  is  a  voluntary  seppr-'tion  of  an  employee  from  his  . 
position,  initiated  by  the  employee. 

A  si^rned  resitrmtion  must  be  received  in  duplicate  (on  Form  AD-3'^) 
in  the  Personnel  Office  before  the  separ-.tion  of  an  employee  can 
be  effected  and  final  salary  payment  made. 

R .     SALARY  IHGBBASE  "WITHIIJ-GRADE  PROMOTIOIT "  ( MS ADE-ILIM SPECK  ACT); 

The  Meade-Ramspeck  Act  of  Novf-mbc  r  26,  IQ^O provides  that  at  specified 
intervals  each  employee  is  entitled  to  an  increase  in  salary;  provided 


that  he  has  not  received  a  salary  increase  within  a  pre-determined 
period  (such  periods  are  determined  by  the  individual's  annual  salary 
rate),  AlID,.  provided  that  the  employee's  efficiency  rating  meets  the 
reouirements  of  the  Act. 

THE  PASSAGE  OF  THE  Ivffl.AIDE-IL\MSPECK  ACT  SUPERSEDED 
ALL  PKEVIOUS  REGULATIONS  BEG.^DING  "ADMINISTRATIVE 
■  PP.O'MOTI'ONS.'" 

S.  SEPARATIONS: 


1,  Without  Prejudice: 

iin  employee  may  he  separated  from  the  Service  "by: 

a.  Voluntary  Resip-^nation  t 

b.  Transfer  to  another  Federal  ^'ie-ency 

c.  Eor  Cause,  i.  e.,  incompetence,  insubordination,  or  any 
conduct  considered  detrimental  to  the  Service. 

2.  With  Prejudice; 

The  finF.l  decision  as  to  whether  an  employee  may  be  separa.ted 
"With  Prejudice"  rests  with  the  Department  Personnel  Office  in 
Washin/.<ton.    Whenever  a  separation  with  prejudice  is  recommended, 
a  complete  and  detailed  report  of  all  facta  supporting  the 
recommendation  must  be  submitted  to  the  Re,^ional  Personnel  Division. 

T.  .  TRAlvTSESRS;     ,  '  . 

BEEORE  ANY  COIiMITMEFT  C^^  BE  HADE  TO  A  PROSPECTIVE  TRANSFEREE,  a 
request  ipust  b^  submitted  to  the  Re^^'ional  Personnel  Office  and  , 
confirmation ; o:^  approval  received. 

■   i   :•(•••  "  ; 

A  transfer  •  frorfi  another  Federal  Department  or  Atency  iri  WashinF7;ton,  D.  (i, , 
or  in  the  field  Service  to  the  Food  Distribution  Administration  would 
be  an  INTZR-^-GENCY  transfer.     A  transfer  from  another  Bureau  of  the 
Department  of  ii^-::riculture ,  in  WashinjC;ton ,  D.  C.  ,  or  in  the  field  service 
to  the  Food  Distribution  Administration  would  be'  pui  INTRA-AGENCY  trans- 
fer. 

(a  transfer  from  office  to  office  within  the  Northeast  Rerion  or  from 
one  Reg-ion.  to  another  within  the  Food  Distribution  Administration 
would  be  a  "Chanjre  in  Headquarters"  see  paragraph  I.  D.  for  details.) 
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R^CRUITMZIMT  AiH)  EIIPLOBGIJT: 

A.     CrLUm^LS  THROUCtH  ViHICH  ALL  .F::RS0- ^  ■'EL  MATT3R3  AEi:  TO  ROUTSD. 
All  ptvrsonnftl  matters  are  to  "be  routed  to; 
S.  A.  Hoyle 

.ictin/5  Chief,  Regional  Personnel  Division 
Food  Distribution  Administration 
150  Broadv/ay 
Few  York  City 

In  the  Distribution  Division,  Area  Supervisors  Vfill  route  personnel 
requisitions,  recommendations,  forms  and  all  other  correspondence 
pertaining  to  personnel  d.irect  to  the  State  Supervisor  who,  if  he 
concurs,  v/ill  forward  them  immediately  to  the  Chief,  Regional  Personne 
Division. 

Commodity  Branches  which  were  regionalized  January  1,  1943,  should 
route  all  correspondence  regarding  personnel,  as  well  as  requisitions 
for  personnel,  directly  to  the  Chief  of  the  Regional  Personnel  Divi- 
sion.    It  is  assumed  that  v/hen  a  request  for  a  new  employee  or  for  a 
replacement  is  made  to  the  Regional.  Personnel  Office  that  it  will  be 
submitted  only  after  the  initialing  officer  has  determined  that  suffi- 
cient funds  are  available  for  paying  the  salary  of  the  requested 
employee . 

TH3  STAT3  SUPERVISOR  IS  CH;iR&ED  WITH  TH2  RI^SPOFSIBILITY  OF  M,.JLIFG 
^LL  C0FjaSP0i:DEi:C3,  FORMS,  ETC.,  RLGyiRDDTG  PZR30LT3L  V/ITHIF  24  HOURS 
jiFTFR  R-^CSIPT. 

Such  regulation,  is  necessary  to  expedite  action  and  to  prevent  delays 
in  various  types  of  personnel  actions  which  may  be  expensive  to  the 
government,  and  could  conceivably  cause  the  loss  of  salary  payment  to 
an  individual;  if,  for  instance,  p„n  em^lo^^ee  •  vrere  permitted  to  report 
for  duty  prior  to  the  effective  date)  of  his  appointment  or  if  a 
Letter  of  Authorization  employee  v/ere  allowed  to  remain  on  duty  after 
the  terminating  date  of  his  apnointmemt.     The  complete  cooperation  of 
all  employees  is  rc^quested  as  a  Sf^.fe-guard  against  unnece Rsa.ry  delays. 
Personnel  matters  are  routed  through  the  State  Supervisor  so  he 
may  know,  at  all  times,  the  status  of  personnel  in  the  area  for  which 
he  is  rer-ponsible .     To  prevent  costly  errors  rand  to  achieve  prompt  an' 
satisfactory  service  pa,ners  must  move  quickly » 

TO  PRSirElJT  DSLa'"  IT  IS  ASSUIED  TH.,-iT  THE  STATE  SUPERVISOR  FILL  DESIG- 
NATE HI^  ASSIST.ii'T  TO  ;.CT  FOR  Hlli  IV  COF"E]CTIC-]:I  V/ITH  PERSOi'-T^L  MATTERS 
WHILE  THE  SUPERVISOR  IS  ^GE'jJT  FROtI  ZhE  SZ.TE  OFFICE. 


All  offices  of  the  Northeast  Region  which  do  not  come  under  the  super- 
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vision  of  p.  Stnte  office  (ns  in  the  DistrilDution  Division)  •'^.re  to  forward 
correspondence  refcardinc  personnel  directly  to  ^»  A.  Hoyle ,  Acting  Chief, 
Re^^ional  Personnel  Division. 

The  iresponsibility  for  securin;!T  concurrence,  viith  reference  to  personnel, 
fron  thrt  Chief  of  the  Division  st-^.tioned  in  ¥e\i  York  City  rests  vath  the 
RofTional  Personnril  Division. 

A  Section  Chinf  in  the  Regional  Office  (Kev/  York  City)  will  forward  all 
personnel  papers  throu^^-h  his  Division  Chi,-f;  who,   if  he  concurs,  will 
proraptly  transmit  then  to  the  R,-^pional  Personnel  Division.  i 

In  the  case  of  non-rer-ionalized  branches,  clr-^arance  with  the  Branch  Chief 
in  V/ashinf:^ton  D.  C,  must  he  secured  PRIOR  to  suhraittinf:  th^  case  to  the 
.Chi-f,  Re.^-cional  Personnel  Division,  jJev;  York. 

Por  types  of  prospective  enployees  who  nnst  he  investie'ated  hy  the  De- 
partment see  parafrraph  1,  M.  2.     These  inquiries  naturally  v/ill  slow 
. down  the  processing  of  thr-.  appointment  p,nd.  v;hen  the  initiatinfi:  officer 
checks  the  forms  bein^'  submitted  by'^thr^  "prospective  employee-^. ,  he  should 
note  place  of  birth  (and  par^-nts  plac  ^  of  birth,  if  foreipin)  anc""  expect 
a  slii-Tht  delay  in  th.^  appointment  of  any  person  in  th>-*  cate.rori-^s  out- 
lined in  paragraph  I.  M.  2.     Hv-'-'rythint:  possible  v/ill  be  done  by  the  R^- 
fional  Personnel  Division  to  esrjedite  approval  of  all  appointments,  but 
the  Department's  reflations  mast  b--  ar-Lered  to. 

TYP3S  OF  RSCRUITOlE'iIT; 

1.     By  Transf.^-r  (Inter  or  Intra  Af^-^^ncy) 

V/h  m  a  vacancy  occurs  b'^cause  of  the  separation  of        enploy.^e  and 
recruitment  of  a  successor  is  necessary,  the  Chief,  Re^-rional  P-r- 
sonn^l  Division,  should  be  notified  immediately  through  appropriate 
chann^^ls.     If  the  ini tiatinr'r  officer  (the  person  in  charf,--.-  of  th^  • 
office  wher^  th-^  vacancy  occurs,  or  his  rassistant)  1-cnov/s  of  an 
•    employee  v/ho  hras  Civil  S-^rvico  Status  for  tran-sf-^r  anr"  who  wishes  to 
be  consic'ered  for  the  vacant  loositior,  full  dr'tails  must  be  fur- 
nished to  th-^  R.-i;^ional  Personnel  Di-ision.     If  ther.-^  is  no  pros- 
pective transf-*ree  from  anoth^-r  Bur  au  of  the  D-^partn-nt  of  ji,:ricul- 
ture  or  from  anoth  -r  3ur^-au  of  the  L.^partm^nt  of  iicricultur-  or  from 
another  Federal  A£;ency,  v;ho  is   -^lif^ibl-^,  r  ■'place m<-'-:nt  will  be  ma  "e 
from  an  appropriate  Civil  Service  Certificate  of  Ellie:-ibl-'- s.     If  the 
initiatinfS;  officer  knows  of  a  p--rson  curre-  tly  ■^.mToloy'-'T:  by  th-^  Food 
Distribution  Administration  who  v/ishes  to  transf-r,  r'.et-'^i.il-^d  infor- 
ma.tion  shoulr  b-'  forwarded  to  the  Chie-f,  Rt-^fTional  Personnel  Division. 

The  Re^-ional  Personnel  Division  maintains  a  file  of  applications  for 
positions  in  practica.lly  all  tirades ,  and  when  a  vacancy  occurs  con- 
sideration should  be  ,-:iven  to:  first,  :^mploy^-"'s  of  the  Foor^  Distri- 
bution -idministration  v;ho  ar.-<  eli,-:iDl-  ari"  wish  to  be  considered  for 
positions  in  other  localities;   seconc  ,  to  -employ -i^- s  in  oth  r  Bur-'^aus 
of  the  Departm-^nt  of  AaTicultur^-  v/ho  v/ish  to  raoJc^-.   a  change;  and, 
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third,  to  employees  in  other  Departments  or  Agencies  of  the 
Federal  Government  v/ho  desire  to  be  considered  for  any  vacan- 
cies for  which  they  are  qualified  and  eligible.     Although  con- 
sideration should  be  given  first  to  em-oloyees  of  the  Tood 
Distribution  Administration  and- second  to  employees  of  other 
Bureaus  of  the  Department  of  Agriculture,  it  is  not  mandatory 
that  selection  be  made  from  any  of  these  sources,  particularly 
if  better  qualified  persons  are  available  on  the  Civil  Service 
Register.    Hov;ever,  in  accordance  with  the  Department  of  Agri- 
culture's policy  of  "Promotion  from  Within"  it  is  desirable 
to  consider  such  persons  before  selection  is  made  from  other 
sources  of  recruitment. 

2.    By  Civil  Service  Certificate  of  Eligibles 

A  Civil  Service  Certificate  of  Sligibles  is  a  list  furnished 
by  the  Civil  Service  Commission  to  fill  a  specific  vacancy, 
upon  request  from  the  Regional  Personnel  Office.    When  such 
a  list  is  desired,  the  i-nitiating  officer  should  submit  Per- 
sonnel Requisition  Form  No.AMA-157  to  the  Regional  Personnel 
Division  through  appropriate  channels.     Upon  receipt  of  a  list 
of  eligibles  the  Regional  Personnel  Division  will  conta.ct  the 
initiating  officer  to  determine  when  and  where  interviews  are 
to  be  conducted.     The  eligibles  will  then  be  contacted  by  the 
Regional  Personnel  Division  either  by  telegraph  or  Porm  letter 
and  the  list  of  names  and  examination  papers  will  be  forwarded 
immediately  to  the  initiating  officer.     After  he  makes  a  selec 
tion,  the  initiating  officer  will  return  the  Civil  Service  03t 
tificate  and  examination  papers  promptly  to  the  Regional  Per- 
sonnel Division.     Action-  taken  in  each  individual  case  should 
be  written,   in  pencil,  on  the  certificate,  i.e.; 


See  paragraph  No.  Ill  A.  for  necessary  forms  required  in  con- 
.  nection  with  making  recommendation  for  formal  appointment. 

3,    By  Direct  Recruiting  by  the  Civil  Service  Commission 

Direct  recruiting  bjr  the  Civil  Service  Commission's  Represent- 
ative is  necessary  when  the  Regional  Personnel  Division  has 
submitted  a  request  for  which  the  Commission  has  no  suitable 
list  of  eligibles.    When  recmiiting  is  carried  on 'by  the  Com- 
mission's Representative  in  the  field,   (in  a  locality  where 
a  regional  office  of  the  Civil  Ser^^ice  Commission  is  not  '  . 


(1) 
(2) 
(3) 
(4) 
(5) 


A. 

C.R.U. 

D. 

P.R. 
N.S. 


(Selected) 

('Communication  Returned  Undelivered) 
(Declined) 
(Pailed  to  Reply) 
(Fot  Selected) 
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located)  .applicants  will  be  directed  to  report  to  the 
initiating  officer  for  interview, 

IN  NO  Cass  " IS  the  initiating  OFFICSri  TO  DIFOSCTLY  REQUEST  THE  CIVIL 
SERVICE  COIvMISSION  TO  CONDUCT  DIRECT  RECRUITING,  UliLESS  HE  HAS 
PJ'XEIVED  FROM  THE  RJ^GIONAL  PERSONNEL  DIVISION  SPECIFIC  INSTRUC- 
TIONS TO  DO  SO. 

RECRUITIFNT.  FOR  SPECIFIC  .CLASSEo  OF  POSITIONS; 

.   *      ■  ■  ■  ■  '      .  . 

1,  ProfeGsional  Employees  (P-) 

V'Jhen  a  vacancy  occurs  which  vill  require  the  recruitment  of 
a  Professional  Employee,  the  Regional  Personnel  Division 
should  be  reouested  to  recruit  for  such  a  position.  This 
request  will  be  made  through  appropriate  channels  and 
Personnel  Requisition  Formi  No.  .U'iA-157  is  to  be  used  and 
iViUoT  BE  com.pleteiy  e:cecutdd  by  the  initiating  officer 
BEFOFiE  it  is  submitted.     It  will  be  the  duty  of  the  Regional 
Personnel  Division,  to  submit  to  the  Division  Chief  or  the 
officer  making  the  request,  iot  his  consideration,  names 
of  applicants  who  are  qualified  and  are  acceptable  to  the 
Civil  Service  Commission. 

2,  Clerical,  Adrrdnistrative  and  Fi^c^l  Employees  —  (CAE-) 

The  procedure  for  submitting  requisitions  for  recruitment 
^  for  vacant  positions  in  the  CAE  grades  follows  that  outlined 
in  sub-paragraph  1,  Professional  Employees,  EXCEPT  THAT  for 
grades  CAF-1  through  6,  the  Civil  Service  Certificate  of 
.  Eligibles  WILL  NOT  be  submtted  to  the  Division  Chief  for 
consideration.    In  grades  CaF-7  and  above,  the  procedure 
outlined  for  recruiting  professional  employees  must  be 
follovred«  . 

3.  Sub-Professional  Positions  —  (■'?-) 

The  proced.ure  for  submitting  requisitions  for  recruitment 
for  vacant  po.sitions  in  the  SP  ,_:rades  is  to  follov/  that  out- 
lined, in  sub-paragraph  1,  Prof eosional  Employees,-  E^vCEPT 
THAT  for  grades  SP-1  through  SF-7,  the  Civil  Service  Certif- 
.  icate  of- Eligibles  lii-ILL  NOT  be  submitted  to  the  Division 
Chief  for  consideration.    In  f;rade  SP-8,  the  procedure 
outlined  for  recruiting  professional  employees  m^ust  be 
followed. , 

4.  Crafts,,  Protective,  and  Custodial  Positions  —  (CPC-) 

The  procedure  for  submitting  r...  qui  sit  ions  for  recruitment 
for  vacant  positions  in  the  CPC  grades  is  to  follow  that 
outlined  in  sub-paragi'aph  1,  Professional  Employees,  EXCEPT 
THAT  for  grades  CPC-1  through  CPC-9,  the  Civil  Service  Cer- 
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tificate  of  Eligitles  WILL  HOT  "be  sulDmitted  to  the  Division 
Chief  for  consideration.     In  grade  CPC-10,  the  procedure 
outlined  for  recruiting  professional  employees  must  he 
followed. 

EMPLOYMENT; 

The  employment  of  an  individual  in  the  Federal  Government  Service 
may  result  after  selection  has  "been  .nade  from  one  of  four  sources 
(see  paragraph  B  -  Recruitment). 

1,  Professional  employees  will  he  entered  on  duty  only  after 
receipt,  hy  the  initiating  officer,  of  the  authority  from 
the  Regional  Personnel  Division.    Professional  employees 
will  enter  on  duty  only  after  formal  apr>ointment  has  "been 
completed  and  -notification  received  from  the  Regional  Per- 
sonnel Division^     All  necessary  forms  to  effect  appointments 
of  professional  employees  must  he  completed  and  received 

in  the  Regional  ''-.^rsonnel  Division  hefore  approval  to  enter 
on  duty  can  he  granted.'  (See  paragraph  III-A  for  forms  re- 
quired,..) •  ■    -  ■ 

2,  Clerical,  Administrative,  and  Fiscal  Employees  will  not  he 
entered  on  duty  until  .after  necess.ary  pe.rso.nnel  forms  to 
effect  appointment  are  completed  hy  the  prospective  em- 
ployee and  forv/arded  to  the  Regional  Personnel  Division. 
(See  paragraph  III-A  for  forms  required.)-  If  it  is  urgent 
-that  an  employee  he  entered  on  duty  under 'Letter  of  Auth- 
orization (see  paragraph  III-E  on  L.  A.  employees),  the 
Regional  Personnel  Division  must  he  notified  imm-e'diately 
(preferahly  the  same-  day)  v;hen  such  a  pers-oh  has  entered  on 
duty.     The  necessary  forms  for  sach  an  'employee  should  he 
forwarded'  i-inmediatel-y  to  the  Regional  Personnel  Division 
through  appropriate  channels.     If  the  initiating  officer 
has  in  his  possession  a  Civil  Service  Certificate  of  Eligihles 
and  examination  papers,  -th.ey 'MUST  he  returned  with  the  forms 
necessary  to  effect  the  appoint tient.     It  is  the  responsihility 
of  the  initiating  officer  to  in.-^orm  the  Regional  Personnel 
Division  immediately  after  selection  has  heen  made  so  no 
delay  will  result  in  securing  authorization  to  enter  a  partic- 
ular employee  on  duty/    Wo  appCintee  is  'to  enter  on  duty 
until  the  Regional  Personnel  Division  -has  heen  informed  of 
the  effective  date  ('^hich  is  the  date  the  employee  will  enter 

"on  duty).     An  employee  should  .report ' for  duty  ON  THE  DATE  THE 
APFOINTl'ffiiMT  IS  EFFECTIVE,  hut  should  circurastances  require  it, 
,  he  . may  rep.ort  for  dut?/ ,af ter  the.  effective  date.     In  no  instance 
should  the  employee  report  for  duty  prior  to  the  effective 
date  of  the '  appointment .    HOWE'VJR,'  THE  REGIONAL  PERSONNEL 
DIVISION  MUST  BE = ADVISED- OF  THE  EFFECTIVE  DATE  EITHER  ON  OR 
'LBEFORB  THE  DATE -OF  ENTRAi-TCE  ON  DUTY.     THIS  REGULATION  MUST  BE 
OBSERVED  OR  ELSB-:A'.L0SS  OF  SALARY  PAYMENT  TO  THE  EMPLOYEE  MAY 
^SULT,  THU  IillTlATIN&  OFFICER.  VI LL.' .BE  HELD  RESPONSIBLE  FOR  ANY 
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S ALARY.  OV^R-PABEIIT.     IT  IS  WOT  POSSIBLE  FOR  THE  REGIONAL 

.  ,.  ■     .PERSPNLIEL  LIVISIOL-  TO  BACK  D.lTE  •  A  ■  FORiVIAL  APPOINTMENT. 

NOTE;     If  the  Fiegional  Personnel  Division  has  been  advised 
that  a  person  is  to  enter  on  duty  on  a  specified  date  and 
it  is  later  determined  that  he  cannot  enter  on  duty  until  a 
.  ^ter  date  (usually  because  of  personal  reasons)  the  Liegional 
,  -         Personnel  Division  must  be  advised  of  the  change  in  date 
immsd lately. 

3.    The  procedure  for  hiring  sub-professional  employees  will 

be  the  same  as  that  of  Clerical,  Administrative,  and  Fiscal 
employees ,  -  ■    ■  - 

^,     T}re  procedure  for  .hiring  Crafts,  Protective,  and  Custodial 
employees  will  "be  the  same  as  that  used  in  hiring  Clerical, 
.    .      Administrative,  and  Fiscal  employees. 

N0T3;     In  grade c  CAJ-T ,.  SP-S ,  and  CPC-10,  and  above,  employees 
cannot  be  entered  on  duty  under  L.  A.  without  prior  approval 
from  the  Regional  Personnel  DiviBion. 

E.     LETTER  OP  AUTHORIZAT ION  EMPLOYMENT: 

(THESE  REGULATIONS  MUST  BE  ;J)HEHED  ;:0  AS  IT  WILL  BE  THE  RESPONSI- 
BILITY OF  THE  INITIATING  OFFICER' TO  REFUITD  ALL  SALARY  OVER  PAYMENTS 
WHICH  MAY  RESULT  FROM  DEVIATIONS' FROM  THE  REGULATIONS,) 

Where  temporary  assistance  is  needod  for  a  period  of  two  months 
(sixty  -calendar  days)  or  less,  the  Department  has  secured  general 
authority  from  the  Civil,  Service  Commission  f.or-  employing  persons 
-    ^   under  Letter  of  Authorization."   No'    formal  notification,  Form 
A.D.-I26  is-  issued  to  cover  employment  under  L, A., 

Generally,  persons  are  hired  under  Letter  of  Authorization  to: 

(a)  Perform  duties  v/hile  -a.  regular  employee  of  the  office  staff 

is  absent  because  of  illness  or  is  on  leave  without  pay,  etc.; 

(b)  To  provide  adequate  clerical  assistance  during  peak  rush 
periods;   or  ■     '  - 

(c)  To  perform  a  specific  job  which  will  last  60  consecutive  days 
or  less,  ■  . 


Note ;     Any  person  employed  under  L.  A.  either 
on  a,  2  months  (60  calendar  days)  basis  or  on 
an  intermittent  basis  of  twenty  working  days 
per  month  must  be  a  CITIZEN  of  the  United  States. 
It  is.  the  responsibility  of  the  initiating 
officer  to  determine  this  before  he  permits  the 
person  to  begin  work. 
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The  tv;o  typefe  of  L'ettei-  of  Authorization  ass.lstancp  generally  used 
in  this  AdministrationJ. afe-ALand  C,  as  follows: 

1,  Type  A  Employment; 

Emergency  assistance  for  a  position  that  will  last  no  longer 
■    than  2  months  (sixty  calendar  days)  is  Type  A  Employment,  A 
person- employed  on  this  "basis  is ,  paid  the  minimum  salary  rate 
"'  ".for-  the  grade  in  which  the  work  he  will  do   is  properly  allocable. 
Typ'e  A  employment  is  da:y  to-  day  consecutive  employment  and 
salary  is  paid  .for  Sunday's  and  Holidays  which  fall  within  the' 
employment  period,  hut  a  salary  deduction  is  made  for  absence 
if  the  L.  A,  employee  has  hot 'worked  the  last  2-l/2  days  of 
the  month,     (See  paragraph  on  leave.)     If  a  grade  CAE-2,  Junior 
Clerk-Stenographer,  v;ho  receive;  $l4-^0  per  anniim  is  away  from 
■  the  office  because  of  illness  and  is  not  expected  to  return 
for ■ approximately  thirty  days,  the  work  cannot  be  absorbed  by 
other  employees  of  the  office,  and  additional  assistance  is 
necessary,  a  requpst  for  employment  of  a  Letter  of  Authoriza- 
tion Clerk  grad.3  CAE-2  should  be  made^     Although  the  regular 
clerk  might  return  within  thirty  days  or  in  less  than  sixty 
days,  it  is  suggested  that  authority  for; 2  months  (sixty 
calendar  days)  employment  be  obtained  from  the  Regional  Per- 
sonnel Division. 

2,  Type  C  Employment; 

In  certain  offices  the  program  of  work  is  of  such  nature  that 
an  additional  full-time  employee  is' hot  required,  but  there 
is  more  work  than  can  be  doni^  by  the  regular  force.  Conse- 
quently, provision  is  mad6'  for  employment  of  part-time  temporary 
assistance  on  an  intermittent'  basis:     Type  C  Employment. 

A  clerk  may  be  employed  Mr  a  period  not  to  exceed  twenty 
\»'ORKIHG-  days  per  month  ylr'tfvided ^that  the  employment  within 
an  "appointment  year"  does  not  req75.ire  a  net  salary  payment 
in  excess  of  $5^0  per  year;~i.e,,  if  a  grade  CAF-2,  Junior 
•   Clerk,  were  employed  on ■ thi s  basis  and  reported  for  duty  on 
December  IS,  19^2,  the  "appointment  year"  would  extend  from 
December  1? ,  inU2,  through  .December  I7 ,  19^3*    During  that 
period,  total  salary  payments  to  .the  clerk  must  not  exceed 
$5^0,  and  employ?nent  must  not  "e  ice'ed.  twenty  working  days  per 
month.     It  must  be  borne  in  .mirid  .that  tv/enty  working  days  per 
month  at  a  salary  rate  of  $U.OO  per  day  for  approximately  six 
and  one-half  months  would  consume  $520  of  the  $5^0  allocated. 
Persons  employed  under  Type  C  Employment  may  be  paid  at  a  daily 
or  hourly  rate.     It  is  ■unneces-sary.  :to  employ  the  clerk  the  full 
twenty  working  days  each  month  -but  it  i_s  mandatory  that  employ*- 
ment  be  limited  to  twenty    or  king  days  per  month.  Employment 
under  this  rule  is  on -a  Work  Day-Basis;   the  employee  is  paid 
only  for  the  actual  days  worked,,  .and  not  for'  intervening  Sundays 
and  Holidays" -unless  work-  act 'ml  ly:  is  perf  orm'ed  on  these  days, 
(See  Piscal  paragraphs  for  details  regarding  Payroll  Certifica- 
tion.) 
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Type  C  Employment  is  restricted  to  offices  where  the  work  is 
of  such  nature  as  to  demand  inte;:*mittent  assistance  and 
authprity  cannot  and  will  not  be  granted  for  employment  of 
this  nature  unless  it  is  justified.     The  decision  as  to  whether 
or  not  such  employment  can  "be  obtained  rests  with-  the  Regional 
Administrator's  Office,  or  with  Branch  Chiefs  for  non-region- 
alized offices, 

ITote;     In  grades  CAP-7 ,  SP-S,  and  CPC-10 
and  above,  employees  cannot  be  entered  on 
•     .         duty  under  L.  A,  v/ithout  prior  approval 
from  the  Regional  Personnel  Division. 

In  the  event  L.  A.  assistance  is  required,  the  Regional  Personnel 
Division  will  do  everything  possible  to  expedite  approval  of 
the  authority  reouired  to  secure  assistance  provided  the 
iniating  officers  cooperate  to  the  extent  of  furnishing  all 
required  information  and  forms  ■'«>hpn  they  are  in  need  of  temporary 
employees . 

When  the  Regional  Personnel  Division  is  requested  to  approve 
authority  for  a  temporary  Letter  of  Authorization  appointment, 
the  following  information  must  be  furnished  if  delays  are  to 
be  avoided: 

(1)  An  estimate  as  to  the  length  of  time  the  work  will  last 
and  as  to  whether  it  will  be  full-time  or  part-time  job; 

(2)  The  type  of  work  to  be  pei formed  (this  is  necessary  to 
determine  the  grade  and  salary  rate) ;  and 

(3)  An  indication  as  to  whether  the  additional  assistance  is 
required  tos 

(a)  Perform  duties  pending  the  formal  appointment  of  a 
person  to  fill  a  full-time  vacant  position; 

(b)  Replacement  (to  perform  duties  while  a  regular  employ- 
ee is  on  sick  or  leave  without  pay  because  of  illness); 
or 

(c)  Por  additional  assistance  required  during  a  peak  rush 
period, 

Por  the  following  cities; 

Boston,  Mass. 
New  York,  N.  Y. 
Philadelphia,  Pa. 
Pittsburgh,  Pa. 

the  Regional  Personnel  Division,  at ' the  request  of  the  initiating 
officer,  will  secure  a  list  of  1 0 c al  eligibles  from  the  Regional 
Office  of  the  Civil  Service  Commission,  and  the  Regional  Person- 
nel Division  will  renueet  the  Commission  to  transmit  the 
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Certificate  of  Eligitles  directly  to  the  initiating  officer. 
The  Regional -Personnel  Division  will •,.  upon  request  of  the 
initiating  officer,  authorise  employment; of  a  suitably  qualified 
person  selected  from  the  Certificate  of  Eligihles, 

If  a  person  is  employed  on  a  2  months'   (sixty  calendar  'day) 
basis  during  the  absence  of.  a- regular -employee  who  is  on  sick 
leave,  and  it  is  found  that  the  Latt-er  of -Authorization  employee's 
services  will  be  required  beyond- 2  months ,  the  Regional  Personnel 
Division  must  be  notified  at  least  fifteen  (I5)  dpys  before  the 
terminating  date  of  the  Letter  of  Authorization  appointment « 
The  Regional -Personnel  Division  will  make  every  attempt  to 
secure  an  extension  of  the  employee's  services.     This  is  a 
privilege  extended  only  in  emergency  cases  and  is  not  to  be 
abused. 

Persons  employed  under  L,  A.  consecutively  on  a  2  months'  (sixty 
calendar  day)  basis  are  entitled  t.o  annual  and  sick  leave,  (See 
paragraph  regarding  Leave  Regulations,):,., 

Persons  employed  on  the  twenty  working  days  per  month  basis  are 
not  granted  annual  and  sick  leave. 


loter/  THE  APPROVAL,  TQ  EI^TER  El^PLOYSSS  ON  DUTY 
.UiTDER  LETTER  OE;  AUTHORIZATIOIT  IK  G-RADBS  CAE-7, 
SP-^gy  CPO-,10  AID  ABOVE  'vILL  BE  GRAbTTED  BY  THE 
EEGIOHAL  PERSONifflL  DIVISION  OIJLY  IK  CASE  OP 
EXTREME  EMERGENCY  AtTD  ¥0  SUCH  REQTJESTS  FOR  AP- 
PROVAL SHOULD  BE  MADE  EXCEPT  IN  CASE  OP  EI^RGEN- 
OY  ,  AND,  SUCH  aEqUESTS,  ,MUST  BE  JUSTIEIED  TO  THE 
CHIEE,  REGIONAL  PERSONNEL ,-, DIVISION  BY  THE  INIAT- 
ING  OEEICER.  ,  -   ■  ■ 


EORMS  -•REQ,UIPJ]D':EOR--PERS.OITNEL  ACTIONS 

III,      A.    WAR  SERVICE  APPOINTMENT; 

One  form  -  AMA  157  (Recommendation  to  the  Personnel  Division) 
Three  f orms      57'(-*^PpIication- f or  Eederal  Employment) 
One  form  -  2%3  ('Certificate-  of  Medical  Examination) 
Tx-iro  forms  -  ADl-25  •  (Personn&l -Que-stiohnaire) 

•  Civil  ' Service  Authority  (authority 
sometimes  retained  in  the  Regional 
Personnel  Division). 

B.     TRAITSPERS  WITHIN  FDA  PROM  WASHINGTON  TO  PIELD  OR  PROM  PIELD  TO 
WASHINGTON  Al^'D  CHMGE  IN  STATUS: 


One  form  -  AMA  157  (Recommendation  to  the  Personnel  Division) 
Two  forms  ~  57  (Application  for  Federal  Employment) 
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C .  TRA1\TS?3RS  FROI!  AITOIHSR  G0V3HI-^€SIJT  AG2:iTCY : 

'One  form  -  AllA  "157  ('Recommendation  to  the  P-ersonnel  Division) 
Three  forms  -  57  (Application  for  Federal  Employment) 

D.  MILITARY  FITRLOUGH; 

One  form  —  AMA  157  (Recommendation  to  the  Personnel  Division) 

One  form  -  AD  I6A  (Leave  Slip) 

Two  forms  -  51.,.( Interim  Efficiency  Rating) 

Signed  statement  from  employee  giving 
the  date  of  actually  entering  the  Armed 
Services . 

E.  REIUSTATEMSFT  (WAR  SSEVICE); 

The  same  forms  necessary  as  those  used  for  War  Service  Appoint- 
ment, •       '  .  '  ■■ 

F.  SIXTY  DAY  TSIJ^ORARY  LBTT:]R  OF  AUTHORIZATION  APPOIlTTiCSITT; 

One  form  -  AI^IA  157  (Recommendation  to  the  Personnel  Division) 
Two  forms  -  57  (Application  for  Federal  Employment) 
One  form  -  AD125  (personnel  (<^estionnaire ) 

(Two  copies  if  foreign  horn  or  if  either  or 
both  parents  are  of  foreign  hirth.) 

G.  SEPARATION  3Y  TRANSFER: 

One  form  -  AI-IA  157  (Recommendation  to  the  Personnel  Division) 
Two  forms  -  51  (interim  Efficiency  Rating) 
One  form  -  AD  16A  (Leave  Slip) 

(Copy  of  Civil  Service  Authority  for 
transfer  usually  maintained  in  the 
Regional  Personnel  Division) 

H.  S3?;JIATI0N  BY  RESIGNATION;' 

One  form  -  MA  157  (Recommendation  to  the  Personnel  Division) 

Two  forms  ~  AD  39  (Resignation) 

One  form  -  AD  16A  (Leave  Slip) 

Two  Forms  -  51  (Interim  Efficiency  Rating) 


Page  19 

1.     FOmfS  EEgiTIKCD  FOR  ALL  EMPLOYEES'  C¥  JaTE  RZPORTIFG  FOR  DUTY; 

*One  form  -  VIII  (Oath  of  Office) 

One  form  -  47  (Personnel  Affidavit) 

One  form  -  2390  (Finger-print  Chart) 

*0ne  form      124-b   (Declaration  of  Appointee) 

*N0TB:     THESE  FORMS  NOT  REQUIRED  OU  THE  FOLLOWING  TYPES  OF 
EMPLOYMENT: 

Two  months  (60  days) 
TemT)orary  Appointment 


IV.  LEAVE 


ANIMAL  LSA^/E; 

1.    Permanent  Employees; 

a.     The  annual  leave  of  permanent  employees  is  earned  for 
the  actual  number  of  days  and  months  worked,  at  the 
rate  of  2  d:iys  li  hours  per  month,   i.e.,  26  days  per 
year. 

h.     Such  employees  cannot  carry  over  more  than  90  days  ac- 
cumulated annual  leave  from  one  calendar  year  to  the 
next  calendar  year. 

2\    Temp o rary  Emp loye e s ;       ■■  ■  ' 

a.     All  temporary  employees  earn  annual  leave  at  the  rate 
of  2^  days  per  month  for  each  full  month  of  service, 
i.e.,  26  days  per  year. 

"b,     A  temporary  employee  must  serve  a  base  period  of  30 
days  continuous  service  in  order  to  establish  his 
right  to  earn  leave,   i.e.,  a  temporary  employee  must 
be  on  duty  all  the  working  days  in  one  continuous  30 
day  period  before  this  employee'  establishes  the  right 
'  to  earn  leave.    Any  kind  of  a,bsence  taken  during  the 

30  day  base  period  is  chnrged  as  leave  without  pay, 
making  it  necessary  for  the  employee  to  establish  a 
new  base  period  from  which  he  can  start  earning  leave. 
His  new  30  day  base  period  would  then  be  calculated 
from  the  first  full  day  in  a  duty  status  after  the 
■ •    •  period  of  leave  without  pay. 

C;     The  only  time  that  an  employee  hired  under  temporary 
appointment  may  take  annual  leave  during  the  first 
month  of  service  is  when  he  is  being  released  at  the 
end  of  that  first  month.  *In  that  case,  he  is  entitled 
to  the  last  two  pjid  one-half  days  on  annual  leave.* 
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An  employee  hired  under  Letter  of  Authorization  for 
a  60  day  period  earns  5  days  annual  leave.     If  employ- 
ment did  not  constitute  a  "break  in  service,   such  an 
employee,   if  terminated  at  the  expiration  of  his  Letter 
of  Authorization  employment,  must  be  granted  his  accum- 
ulated leave  prior  to  the  termination  date. 

*See  Page  21  Par.b  Por  Exception 

3.  General; 

Due  to  the  intensified  activities  of  the  Pep ar tment  of 
Agriculture  caused  hy  the  present  emergency,  no  employee 
of  this  Administration  shall  be  allowed  leave  for  a 
period  of  more  than  14  work  days  at  any  one  tine.  All 
requests  for  annual  leave  in  excess  of  14  work  days 
should  be  submitted  to  the  Chief,  Regional  Personnel 
Division  for  approval  together  with  a  statement  from  the 
respective  supervisor  showing  the  necessity  for  the  em- 
ployee to  avail  himself  of  annual  leave  in  excess  of  14 
viforlc  days.     This  does  not  effect  annual  leave  taken  prior 
to  separation  or  resignation  from  government  service,  or 
'   '  *    '     '  annual  leave  taken  prior  to  entering  the  arm.ed  forces. 

Purthermnre,  annual  leave  being  taken  to  cover  a  period 
of  extended  illness  is  not  affected  by  the  foregoing. 

Probational,  Probational-Indef inite ,  War  Service  Appoint- 
ees and  Executive  Order  employees,  earn  and  are  charged 
leave  on  exactly  the  same  basis  as  are  permanent  employ- 
ees* 

Leave  may.  be  transferred  from  one  permanent  appointment 
to  another  permanent  appointment  in  the  same  or  in  a 
different  governmental  agency',  provided  there  is  no 
break  in  service  between  the  two  appointments.  Leave 
may  not  be  transferred  from  a  permanent  appointment  to 
a  purely  temporary  appointment  under  any  conditions. 
V/ithin  the'  same  governmental  agency,  leave  may  be  trans- 
ferred from  any  temporary  appointment  to  a  permanent 
appointment,  or  to  any  other  temporary  appointment. 

B.     SICK  LSA\^: 

1.  Permanent  Employees; 

a.  The  sick  leave  of  permanent ■ employees  is  earned  for 
the  actual  numb er  of  days  and  months  v/orked,  at  the 
rate  of  1  day  2  hours  per  month,   i.e.,  15  days  per 
year. 

b.  Such  einployees  cannot  carry  over  more  than  90  days 
accumulated  sick  leave  from  one  calendar  year  to 
the  next  calendar  year. 

2.  Temporary  Employees: 

a.     All  temporary  employees  earn  sick  leave  at  the  rate 
of  1  day  2  hours  for  each  full  month  of  service . 
i.e.,  15  days  per  year. 
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Id.     Sick  leave  may  "be  granted  temporary  employees  any  time 
■  ■  during  the  first  or  succeeding  months  of  ser^rice,  "but 

if  the  sick  leave 'is  not  subsequently  earned  during  that 
month  "because  of  "break  in  service  due  to  leave  without 
■     pay,  then  refund  for  the  sick  leave  granted  heyond  that 
which  has  accrued,  if  any,  shall  "be  required.     Such  un- 
earned sick  leave  will  then  "be  considered  as  leave  with- 
out pay  for  the  period  covered  "by  the  refund  and  will 
necessarily  create  a  "brt^ak  in  service,  thereby  affecting 
the  accrual  of  annual  and  sick  leave  for  that  "baseperibdo 

c.  The  regulations  concerning  transfer  of  sick  leave  from 
one  type  of  appointment  to  another  are  the  same  as  those 
for  annual  leave. 

d.  Any  application  for  sick  leave  for  a  continuous  period 
in  excess  nf  3  work  days  must  he  supported  by  a  cer- 
tificate of  a  registered  practicing  physician  or  other 
practitiene-T,  If  an  employee  was  attended  by  a  doctor  for 
a  period  of  illness  of '  3  days  or  less,  it  is  suggested 
that  he  have  his  physician. sign  the  certificate  even 
though  his  own  signature  would  be  sufficient.     The  aggre- 
gate amount  of  sick  leave  which  may  be  taken  under  an 
employee's  own  signature  must  not  total  more  than  12 
days  in  any  calendar  year.     When  the  total  amount  of 
sick  leave  granted  on  the  employee's  own  signature  alon« 
amounts  to  12  work  days  in  any  one  calendar  year,  then 
any  application  for  further  sick  leave  in  that  calendar 
year,  for  whatever  period  of  time,  must  be  supported  by 
the  certificate  of  a  registered  physician  or  other 
practitioner;  otherwise  such  additional  leave  will  be 
charged  to  annual  leave  or,   if  all  annual  leave  is  ex*i- 
hausted,  leave  without  pay. 

e.  '  Sick  leave  may  be  granted  if  an  employee  is  detained  at 

home  or  in  a  hospital  b'^  illness  or  disability  due  to 
;  ■  '       causes  as  to  which  a  dentist  or  oculist  is  qua,lified  to 
certify.    Hov/ever,  sick  leave  .shall  not  be  granted  to  an 
employee  for  the  purpose  of  -being  treated  professionally 
'    .       '  by  a  dentist  or  oculist  in  his  office, 

APPLICATIOlN'  FOR  ALL  TYPES  0?  LEAVE;  "  ,  ' 

All  requests  for  leave  of  absence  must  be ' submitted  on  the  new  form 
''Application  for  Leave"  (Form  AD-16A) .     One/copy  is  all  that  is  re- 
quired by  the  Regional  Personnel  Division.     The  following  points 
should  be  closely  observed  / or  all  tj^es  of  leave: 

1.    The  space  folloi-^ing  "I"  should  be  filled  in  by  typewriter,  if 
possible,  or  printed,  rather  than  in  the  employee's  own  hand- 
writing, as  an  additional  space  is  provided  for  on  the  form 
for  signature. 
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In  computing  the  numlDer  of  da^s,  hours,  and  minutes 
of  leave,!  Sundays  and  holidays  are  not  counted  in 
the.  case  of  annual  and.  sick  leave,  hut  are  counted 
in  military  leave,  court  leave",  and  leave  without 
pay.     All  leave  should  be  cpnput'ed  on  an  8-hour 
workday  as  provided  for  in  the  Hours  of  Duty  regu- 
lations of  the  Department, 

When  filling  in  the  spaces  after  the  word  "request", 
state  in  figures  the  numher  of  days,  hours,  and 
minutes  of  leave  as  required,     '^fuen  the  period  of 
'  lQ.ave  is  for  more  than  a  day,,  do  not' give  the  total 
number  of  hours,  such  as  16  hours,  but  indicate  as 
2  days. 

When  the  leave  starts  at  the  beginning  of  a  workday, 
do  not  indicate  the  closing  time  of  the  previous 
workday.     Where  leave  ends  at  the  end  of  the  workday, 
do  not  indicate  the  beginning  of  the  following  workday. 
The  commencing  and  ending  of  leave  should  be  expressed 
in  mi nth,  date,  and  hour. 

The  employee  sh'-uld  sign  the  leave  application  in  the 
appropriate  space  in  addition  to  printing  or  typing 
his  name'  in  the  space  at  the  top.  of  the  application. 

The  space  for  official  hours  of  duty  and  the  lunch 
period  should  be  completed  as  indicated. 

The' space  for  address  while  employee  is  absent  from 
duty  must  be'filled  ih" if  the  absence  is  in  excess 
of  1  day.     This  infornati'^'n  is  important  in  the  pre- 
sent emergency  when  it  may  be  necessary  to  recall 
an  employee  to  duty  on  short  notice. 

In  the  space  marked  ''Recommend  i",  application  for 
all  forms  of'  leave  must  be  signed  by  a  duly  authorized 
officer  or  supervisory  employee  in  his  own  handwriting, 
.(i.e..  State  Suj;ervisor,  Assist;int  State  Supervisor, 
Area  Supervisor,  .-issistant  Art-,a  Supervisor,  Division 
Chief,  Assistant  Division  Oiief  and  Section  head  or  the 
designated  head  of  the  office.     In  the  case  of  advanced 
annual  or  sick  leave  ,r''nnual  leave  beyond  14  days.,  or 
leave  without  pay,  the  application  must  be  initialed  by 
the  immediate  supervisor  or  submitted  to  the  Chief, 
Regional  Personnel  Division  for  approval  before  the 
employee  actually  enters  on  the  period  of  leave  requested. 

In  some  instances  it  may'  occur  that  an  employee  of  a  non- 
Regional  Branch,  such  as  a  Supervisor'  of  a  Branch  or 
Division  or  an  emToloyee  at  n  so''-called  "one  man  station", 
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will  request  an  extended  period  of  leave,  thereby 
leaving  a  vacancy  temporarily  which  must  "be  covered. 
In  such  instances  it  will  "be  the  r.esponsihility  of 
J  the  employee  to  ohtain  prior  approval  of  his  superior 

either  in  the  Field  office  or  Washington  office,  as 
the  case  may  "be,  "before  entering  on  the  period  of 
leave  requested.     This  approval  should  "be  evidenced 
"by  his  superior  initialing  the  leave  application 
prior  to  its  submission  to  the  Regional  Personnel 
Division. 


I' 


9.     The  space  marked  "Approved"  should  "be  left  "blank. 

10.  All  spaces  on  the  perforated  portion  of  the  .applica- 
tion should  "be  filled  out  "by  the  employee  with  the  , 
exception  of  the  spaces  for  signatures  at  the  "bottom 
and  the  space  "Returned  t-i?  duty".  The  perforated 
portion  of  the  leave  application  will  "be  returned  to 
the  hranch  or  division  or  field  office  concerned  for 
delivery  to  the  employee. 

While  the  "Returned  to  duty"  portion  of  the. applica- 
tion will  not  "be' completed,  it  will  "be  the  responsi- 
hility  of  the  supervisor  to  make  3 ure -that  the  employee 
actually  returns  to  duty  at  the  ei.d  of  the  approved 
leave*     A  corrected  leave  application,  must  "be  su"bmitted 
*  ^^inediately  after  an  e mployee  ret ^irns  to. .duty  if  he 

r .etur h s_  at  any  time  other  than  t h p.t  designated  on  the 
original  leave  appl ication »  The,  new ■ application  must 
tie  cledrly  marked  "Corrected".'  ■ 

11.  All  other  spaces  on  the  application  not  covered':  .spec- 
ifically in  the  foregoing  num"bered  paragraphs  must  "be 
properly  filled  out  as  required. 

> 

12.  The  certificate  on  the  "oack  of  the  aprilication  form 
required  in  the  case  of  sick  leave  for  3  days  or  less 
should  in  all  cases  "be  filled  out  "by  the  employee  if 
he  has  not  "been  attended  "by  a  ph-'sician  or  other 
practitioner.     If  the  services  of  a  physician  or  other 
practitioner  were  required,  even  though  the  period  of 
sick  leave  was  for  3  days  or  less,  the  employee  should 
have  the  certificate  filled  out  "by  the  attending 
physician  or  practitioner* 

13.  In  cases  of  illness  exceeding  3  days,  the  certificate 
of  the  attending  physician  or  practitioner  should  "be 
filled  out,  except  the  space  provided  for  the  nature 
of  the  illness  or  disa"bility.     In  cases  of  application 
for  an  advance  of  sick  leave  the  rpace  provided  for  the 
nature  of  the  illness  or  disa'bility  must,  "be  filled  in  "by 
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the  attending  physician  or  practitioner  ajid  supported  "by  a 
statement  in  jastiflcation  of  the  -application  for  advanced 
sick  leave,  i    ■/  ':.  ■       .  r         ■■  ;  ;, 

...      ■  :.  .j.  - 

lU.  Se.parate  leave  -applications  :nust  be  submitted  for  sp-^arato 
periods  of  leave,  as  well  as  for  leave  apTolied  for  :n  dif- 
ferent calendar  ye.ars,  even  though  the  period,  of  ler.ve  may 
be  continuous . 

D.     METHODS  OF  CHAHGIHG  roa  .AI-.L  EMPLOYEES;  " 

1 ,  Annual  Leave; 

a.  Eor  a  week  day — 1  da.y  - 

b.  Eor  a  Sa,turda.y-- 1  day 

c.  Minimum  charge — 15  minute vS 

d.  Method  of.  charge' — Multiples  of  I5  minutes 

2.  SICK_LEAVE: 

a.  For  a  week  day— -1  day 

b.  For  a  Saturday — 1  C 

c.  Minimum  charge  for  B-hour  employee s: 
k  hours  on  any  one  d-^.y 

■  d.     Absence  for  more  t-  'aii  k  Lours  but  less 
than  1  day  is  char^^ed  in  maltiples  of 
'""^"'■"f '1/2  hour. 

e.  ;  -Any-  absence  for  siclmess  On  Saturday 

for  S"hour  employees  is  charged  as 
8  hours  sick, leave c 

E-.    LEAVE  WITHOUT  PAY,  MILITARY  FU5L0UGH,   COURT;  LEAVE  AITD  ;iDV^.HCED  LEA-TO; 


1.     Leave  v/ithout.  pay  shall  not  be;  granted  until  all  al"l  rwable 
cumulated  and  current  annu-il  leave  with  pay  is  exhausted, 
except";  '  ■ 

a.  When  an  employee  has  been  injured  in  line:  of  d^ 
receiving  compensation  from  the  Uni ted- St.ates  i 
Cbmpensation  Commission.     '  . 

b.  When  he  has-been  placed  on  l.-ave  without  pay  for  disci- 
plinary reasons  or  suspensioh, 

c.  When  he  has  entered  on  active  duty  with  the  armed  forces 
of  the  United  States  and  has  elected  to  reserve  his  leave 
•until  such  time  as':  he  return.'^'  to-  civilian  duty. 


^y  and  is 
■nployees' 
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Leave  without  pay  cannot  in  any  case  "be  granted  "by  an  officer 
in  charge  for  tlie  duration  cf  the  emergency.     The  Chief  of  the 
Regional  Personnel  Division  must  approve  all  leave  without  pay. 
Leave  without  pay  will  only  "be  granted  under  exceptional  circum- 
stances.   Requests  for  more  than  30  days  in  any  calendar  year 
will'  require  a  formal  action  "by  the  Department  of  Agriculture. 

An  employee  a"bsent  on  Saturday  on  leave  without  pay  must  "be 
charged 'with  a  full  day's  leave  without  pay.    Pay  will  "be  with- 
held' for  a"bsence  on  all  Sundays  and  holidays  falling  vrithin  a 
period  of  leave  without  pay.     Sundays  and  holidays  occurring  at 
the'-'end  of  a  period  of  authorized  leave  without  pay  (i.e.,  im- 
.  mediately  prior  to  the  actual  return  of  the  employee  to  duty) 
.are. not  charged  against  the  employee.     Should  an  employee  take 
leave  without  pay  without  requesting  prior  authorization,  how- 
ever, pay  will  "be  also  withheld  for  all  Sundays  and  holidays 
occurring  immedi'ately  prior  to  his  return  to  duty. 

Sick  leave  as  well  as  annual  leave,  is  earned  "by  permanent  em- 
ployee while  he  is  on  leave  without  pay  if  the  period  of  leave 
without  pay  is  less  than  30  days. 

"Annual  leave, -or  leave  without  pay  if  the  annual  leave  is  ex- 
hausted, must  be  taken  for  any  competitive  Civil  Service  exami— 
h^t-ion.   "Official  leave  will  "be  grante'd  for  any  non-competitive 

■  examihat ion  requested  "by  the  Department  of  Agriculture.. 

Employees  who -at tend, Court  as  witness  for  the.  Federal  Govern- 
ment are  not  charged  v;ith  lea.ve  for  the  period  of  attendance 
in"  Court.  If  "-'not  "a  witness  for  the.  .Federal  Government ,  then 
■annual  -leave  'must  "be  "used  or  leaVe  without  pay  if  the  annual 
leave  is '  exhausted.  Employees  who  attend  State  or  liunicipal 
Courts  as  jurors  will  hot  "be  charged  for  such  a"b sen,.- e.  Any 
amounts- -received  fdr  such ■  services  must  "be'credited  bo  the 
United  States.  Government.      '  . .  ..  ■ 

Permanent  employees  may  receive  a  maximum  of ' thirty  days  ad- 
vanbed":  sick  leave,  if  recommended" '"by  their  supor-.o.*?  officer . 
Temporary  "employees  may  not  receive  -  advanced  I?ave,  ex- 

cept 'sick  leave  accruing  during  any  month  of  '^ex-'-i-ce  after  the 
first  month  shall' 'be  available  at  any  time  duiiug  that  month. 
Thus,  at  any  time  during"  the  second  month  of "  "service ,  a  tem- 
porary employee  may  be  granted  two  days  and  h  hours  sick  leave 
(the  am oujit .'  earned  during  the  first  two  months)  "Dut  excess 
leave  beyond  that  amount'' must  be  charged  to  annual  leave  or  to 
leave  without  pay,'  if  the  -  annual  leave  is  exhausted.  Appli- 
cations for  advanced  sick  leave  must  be  supported  by  a  signed 
statement  from  the  attending  physician  as  'to  the  nature  and 
exact  dates  of  the  illness. 
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g.    Employees  who  are  ordered  to  active  duty  with  the  military  or 
naval  lorcess  or  who  voluntarily  enlist  may  l3e  granted  compen- 
sation covering  annual  leave  to  their  credit  at  the  time  of 
entering  on  active  duty,  plus  leave  e.arned  while  on  leave; 
or  may  elect  to  have  such  leave  remain  to  their  credit  until 
return  to  civilian  status.     Cases  of  this  kind  sho'old  he  taken 
up  with  the  Personnel  Division's  Leave  Unit  to  determine  the 
actual  amount  of  accrued  leave  and  appropriate  aTOT-lication 
suhmitted  for  proper  disposition  and  pay  roll  action.     In  -pre- 
paring the  recommendation  for  military  furlough,  it  v/ill  he 
necessary  for  the  employee  concerned  to  suhmit  to  the  Personnel 
Division  a  statement  from  him  indj  eating  the  date  he  actually 
rpeorted  for  duty .     In  no  cases  w i 11  the  induction  order  he 
accepted.    Employees  of  the  Department  of  Agricult'xre  ordered 
to  report  for  physical  or  other  examination  required  for 
entering  into  any  "branch  of  the  armed  forces  shall  he  excused 
from  duty  without  charge  against  annual  leave  for  a  period 
of  sufficient  duration  to  enahle  them  to  submit  to  such 
examination, 

9.     Care  sho  ild  he  taken  when  separations-,  resignations  or  military 
furloughs  occur  in  the  field  offices  to  see  that  as  much  advance 
notice  as  possible  is  -^^iven  the  Personnel  Division  so  that  leave 
or  any  salary  deductions  necessary  can  he  properly  handled,  \ihen 
an  employee  resigns  without  notice,  the  Personnel  Division  shall 
he  notified  immediately  by  telegraph  in  order  that  any  required 
pay  roll  adjustments  may  be  made. 

10.     All  employees  will  maintain  the  regularly  established  hours  of 
duty  for  their  immediate  office,  which  for  full-time  employees 
shall  not  be  less  than  S  hours  Mondays  throiagh  Fridays  and  8 
hours  on  Sat'ordays.     Tardiness  or  other  loss  of  time  must  be  ex- 
plained to  the  immediate  supervisor.    Repeated  tardiness,  unduly- 
frequent  absence  without  prior  permission  or  any  -unauthorized 
absence  which  cannot  be  satisfactorily-  explained  shall  be  con- 
sidered ground  for  disciplinary  action.    Employees  remaining 
away  from  work  without  prior  permission  must  submit  an  exi-^lana- 
tion  to  their  immediate  supervisor  within  SU  hours  af-cer  return- 
ing to  duty.     If  the  exrlSjaation  is  not  considered  satisfactory 
to  the  supervisor,  recommendation  should  be  made  to  the  Personnel 
Division  for  leave  without  pay  for  disciplinary  reasons. 

Employees  who  absent  themselves  from  duty  without  permission  for 
a  period  of  I5  days  or  more  and  do  not  in  any  way  communicate 
with  their  official  su-neriors  will  be  considered  to  have  aban- 
doned their  positions  and  will  be  separated  from  the  service  with 
or  without  prejudice,  as  the  circumstances  may  appear  to  warrant..^ 
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